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Agency 
Washington County 

Division/Unit 
Co. Commissioners/Co. Attorney 

Item No Description Retention 

Leases for commercial property, equipment, family residential; 
correspondence, agreements, site plans, drawings, sublease 
agreements 

Bond issues - capital appreciation general obligation 
-contains but not limited to: resolutions, invoice for debt 
service, summary of loans, correspondence, newspaper ads, 
draft resolutions, official statements 

Ordinances 
-contains but not limited to: acts ordinances, resolutions, 
amendments, schedule of permits and license fees, 
correspondence, notice of public hearing 

Legislation: correspondence, handwritten notes, copies of 
Senate and House bills, copies of proposed legislation 

General files 
-contains but not limited to: hazardous waste, ethics 
commission, SPCA agreements/complaints, general legal 
opinions, planning commission, sheriffs dept, driveway 
bonds, landfill, treasurer's office, fire and rescue, Washington 
Co. Dept of Social Services 

Retain for life of lease plus two 
(2) years, then destroy 

Retain for twenty (20) years, 
then destroy. Before 
destruction, review for extended 
retention requirements 

Retain for fifty (50) years, then 
destroy. 

Retain until updated or 
superseded, then destroy 

Screen annually. Destroy 
material having no further 
administrative, fiscal, legal or 
operational value. Retain 
permanently any material that 
serves to document the origin, 
development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
Archives. 

Approved by Department, Agency or Division Representative 

Date July 16, 1999 

Signature — ^ o—• V_ , 

Type Name Joni L. Bittner 

Title County Clerk 

Schedule Authorized by State Archivist 

3UL 2 0 1999 Date 

Signature 
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RECORDS RETENTION AND DISPOSAL SCHEDULE 
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Item No Description Retention 

Agreements 
-contains but not limited to: unions, csx, MD State police, 
little leagues, street lighting, road widening, flood plan 
management, correspondence, statement of accounts, 
invoices, agreements 

Deeds to property purchased by the Co./Easements: copies of 
deeds maintained by Public Works, right of ways, 
correspondence, site drawings/plats, newspaper ads 

Housing files 
-contains but not limited to: mortgages, correspondence, 
account statements, agreements, leases, foreclosure, home 
ownership plan for HUD, special loan programs, lease 
renewals 

Litigation files 
-contains but not limited to: correspondence, worker's comp., 
first report of injury, summons, complaint, first set of 
interrogatories, pleadings, affidavit judgement; certificate of 
mailing, court docket update, request for summons, opinions, 
condemnation petition, drawings 

Screen annually. Destroy 
material having no further 
administrative, fiscal, legal or 
operational value. Retain 
permanently any material that 
serves to document the origin, 
development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
Archives. 

Retain for fifty (50) years, then 
destroy. 

Screen annually. Destroy 
material having no further 
administrative, fiscal, legal or 
operational value. Retain 
permanently any material that 
serves to document the origin, 
development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
Archives. 

Screen annually. Destroy 
material having no further 
administrative, fiscal, legal or 
operational value. Retain 
permanently any material that 
serves to document the origin, 
development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
Archives. 
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